
Records Retention Schedule 

- - GEORGIA DEPARTMENT OF HUMAN RESOURCES -- - . .. _ - -  ~. 

DivisionlOffice: Office of Technology & Support 

SectionlUnit: Specialized Services Section 
Policy AdministrationlRecords Management Unit 

Schedule Use: Department-Wide 

Schedule N s  78-303 Admin-Chu. Date:. 1CL15-97 

Record Series Title: RECORDS RETENTION SCHEDULE 

Describtion: Documents relating to communications with the State 
Records Management Division concerning authority for 
disposition of specific files, and special studies of 
specific files for the purpose of establishing or revising 
disposition schedules. 

Included are: Form 96-02 Retention ScheduleApplication, studies, letters of request, or 
related approvals. 

WArrangement: By date. 

RetentionlDisposition Instructigns; 

Cut off file at end of each calendar year; hold in current files area 2 years; then destroy. 

Earlier destruction is authorized after publication of retention schedule, or upon disposition 
of all files covered by the schedule. 

Confidential: No-Open Record 

Supersedes: 78-303 (approved 12-14-78) 



RECORDS COORDINATOR - RECORDS ALTERNATE DIVISION OR OFFICE __ -- 

FROM DHR POLICY ADMINISTRATIONIRECORDS MANAGEMENT UNIT 

~~ 

SCHEDULE NO. 
SEE BELOW * 

- -- 

-- 

I NOTIFICATION DATE 

I 

SERIES nnE 
VARlOUS -SEE SAMPLE SCHEDULES ATTACHED. 

APPROVED DATE 
- I ADMINISTRATIVE CHANGE DATE (IF APPLICABLE) 

ADMINISTRATIVE CHANGE-SEE Al7ACHED COPY (COPIES) OF CHANGED SCHEDULES. AREAS OF CHANGE 
ARE HIGHLIGHTED ON AlTACHMENT(S). 

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS 

SCHEDULE DELETION 

SEE ATTACHED COPY OF -RECORDS MANAGEMENT SERVICES REQUEST" 

FORM 5080 (REV 4-97) 


